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Mandy's Special Farm
FY2020  Budget 

 
ACTUAL ACTUAL PROJECTED BUDGET
FY 2017 FY 2018 FY 2019 FY 2020

Income

   43400 Public Support

      43430 Fundraising events 29,183.86 € 14,801.98 € 29,203.97 € ( 25,000.00)      

      43440 In-kind contributions 1,850.00 € ( -  )                ( -  )                ( -  )                

      43450 Ind / Business contributions 50,048.62 € 158,796.34 € 160,000.00 € ( 85,000.00)      *FY20 includes $41065.66 for 5310 share 

      44820 UW / CFC contributions 25,651.34 € 10,015.31 € 10,915.25 € ( 10,000.00)      

   Total 43400 Public Support ( 106,733.82)     183,613.63 € 200,119.22 € ( 120,000.00)    

   44500 Grants

      44510 Government grants

          44511  DVR 38,603.59 € 60,000.00 € ( 150,000.00)    

 44512 Americorps 0.00 € 0.00 € 140,635.00 € ( 160,000.00)    

44513  NMDOT 5310 45,645.60 € 76,445.60 € 119,028.00 € ( 164,262.62)    

44514  Agrability 0.00 € 0.00 € 0.00 € ( 48,000.00)      

      70000 Private / Other grants 58,226.00 € 113,500.00 € 131,000.00 € ( 85,000.00)      

      70100 United Way grant 25,000.00 € 17,000.00 € ( -  )                ( -  )                

   Total 44500 Grants ( 167,475.19)     206,945.60 € 450,663.00 € ( 607,262.62)    

   44400 NM HSD Medicaid Contracts       

      44440 Medicaid Payments - Residential ( 818,467.55)     ( 889,048.37)   ( 1,139,397.04) ( 1,150,763.84) 

      44450 Medicaid Payments - Day 946,180.38 € ( 985,011.49)   ( 1,064,746.08) ( 1,131,946.00) 

      44460 Medicaid Payments - SE 166,153.26 € ( 164,208.00)   ( 254,629.47)   ( 165,000.00)    

   Total 44400 NM HSD Medicaid Contracts ( 1,930,801.19)  2,038,267.86 € 2,458,772.59 € ( 2,447,709.84)  
   44500 Mi Via Self-Directed Medicaid       

      44510 Mi Via - Residential 84,291.76 € ( 52,503.99)     ( 25,242.56)     ( 23,772.00)      

      44520 Mi Via - Res Family Living 231,059.43 € ( 398,703.70)   ( 323,603.12)   ( 237,250.00)    

      44530 Mi Via - Day Services & SE 165,509.39 € ( 220,122.48)   ( 194,504.03)   ( 220,000.00)     
   Total 44500 Mi Via Self-Directed Medicaid ( 480,860.58)     671,330.17 € 543,349.71 € ( 481,022.00)    

   47200 Program Income

      46430 Training revenue 1,345.00 € ( 1,230.00)       ( 1,280.00)       ( 1,200.00)        

      46440 Other program revenue 1,104.35 € ( 8,739.32)       ( 5,617.16)       ( 6,000.00)        

      47210 Room & Board 62,625.00 € ( 69,360.00)     ( 80,577.60)     ( 81,025.00)      

      47220 Aqua Therapy - Pool rent 1,400.00 € ( 2,080.00)       ( 1,440.00)       ( 2,000.00)        

      47235 Program services- Private Pay 11,594.42 € ( 12,156.13)     ( 13,378.68)     ( 12,100.00)      

      47240 Supported employment - DVR 16,000.00 € ( 24,095.20)     ( 3,921.32)       ( 10,000.00)       
   Total 47200 Program Income ( 94,068.77)       ( 117,660.65)   ( 106,214.76)   ( 112,325.00)    

Total Income ( 2,779,939.55)  ( 3,217,817.91) ( 3,759,119.28) ( 3,768,319.46)  
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Mandy's Special Farm
FY2020 Budget

ACTUAL ACTUAL PROJECTED BUDGET
FY 2017 FY 2018 FY 2019 FY 2020

Expenses

   60000 Business Expenses    

      60300 Fundraising events expense 12,322.42 € ( 8,312.57)       ( 7,386.27)       ( 8,000.00)        

      60400 Donor development / meetings 1,624.57 € ( 3,441.62)       ( 2,663.76)       ( 3,000.00)        

      60500 Licenses, fees & registrations 631.07 € ( 3,778.06)       ( 10,409.63)     ( 3,500.00)        

      60700 Staff- fingerprints & background 1,642.25 € ( (796.40)         ( (219.87)         ( 500.00)           

      62110 Accounting, audit & tax 24,831.25 € ( 25,284.38)     ( 21,741.97)     ( 25,300.00)      

      62140 Legal Fees 273.87 € ( -  )                ( -  )                ( -  )                

      62150 Other Miscellaneous Expense 1,769.95 € ( 578.55)          ( -  )                ( -  )                

      62951 Rent - Appaloosa 49,671.00 € ( 53,288.61)     ( 54,753.08)     ( 91,644.00)      

      62952 Rent - other 3,600.00 € ( 14,400.00)     ( 14,400.00)     ( 14,400.00)      

      65080 IT, Comp Hardware & Software 9,129.35 € ( 10,584.89)     ( 13,794.41)     ( 25,000.00)      

      65110 Advertising & marketing 2,470.87 € ( 4,213.91)       ( 5,166.55)       ( 5,000.00)        

      65120 Insurance - Liability / Property 48,118.45 € ( 50,544.00)     ( 52,132.00)     ( 52,132.00)      

      65125 Insurance - D&O / Volunteer 2,136.00 € ( 2,814.00)       ( 3,132.00)       ( 3,132.00)        

      65140 Bank fees 950.08 € ( 1,387.46)       ( 1,784.63)       ( 1,785.00)        

      65150 Memberships & Dues 2,057.78 € ( 978.42)          ( 500.85)          ( 500.00)           

      65160 Property taxes 5,250.68 € ( -  )                ( -  )            ( -  )                

      65200 Employee / Volunteer recognition 772.44 € ( 3,162.47)       ( 972.96)          ( 1,500.00)        

      65220 Employee Uniforms 6,892.05 € ( 788.81)          ( 4,290.57)       ( 1,500.00)        

      68310 In-Service / Staff Meetings 1,852.64 € ( 1,993.64)       ( 3,089.13)       ( 3,000.00)        

   Total 60000 Business Expenses ( 175,996.72)     ( 184,754.99)   ( 195,997.95)   ( 239,893.00)    

 
 

Mandy's Special Farm
FY2020  Budget

ACTUAL ACTUAL PROJECTED BUDGET
FY 2017 FY 2018 FY 2019 FY 2020
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   62800 Facilities and Equipment

      62810 Auto Repairs & Maintenance 13,398.09 € ( 10,638.92)     ( 25,603.61)     ( 18,000.00)      

      62820 Auto - Gas 17,885.04 € ( 20,479.62)     ( 29,437.65)     ( 29,437.65)      

      62830 Animals 36,436.64 € ( 35,154.43)     ( 38,253.36)     ( 38,000.00)      

      62850 Pool 6,228.43 € ( 1,813.79)       ( 1,753.67)       ( 2,000.00)        

      62860 Garden 405.08 € ( 1,535.00)       ( 1,436.07)       ( 5,500.00)        

      62880 Property Repairs & Maintenance 34,164.38 € ( 21,754.09)     ( 26,239.21)     ( 27,000.00)      

      62890 Utilities 47,161.71 € ( 56,773.32)     ( 55,250.91)     ( 65,000.00)      

   Total 62800 Facilities and Equipment ( 155,679.37)     ( 148,149.17)   ( 177,974.48)   ( 184,937.65)    

   63000 Mortgage & Interest Expense

      63100 Mortgage Interest Exp 18,607.16 € ( 17,885.87)     ( 20,143.09)     ( 22,200.00)      

      63101 Interest Exp- Credit Card 3,570.51 € ( 560.75)          ( -  )                ( -  )                

      63102 Interest Exp - LOC 3,213.84 € ( 3,997.28)       ( 2,448.69)       ( 2,500.00)        

      63103 Interest Exp- N/P Cole Rev Trust 22,249.87 € ( 20,035.75)     ( 22,697.33)     ( 21,180.00)      

   Total 63000 Mortgage & Interest Expense ( 47,641.38)       ( 42,479.65)     ( 45,289.12)     ( 45,880.00)      

   65000 Program Expenses

      60200 Consultant Pharmacist 1,915.89 € ( 1,285.84)       ( 861.51)          ( 900.00)           

      62100 Contract Services 2,788.62 € ( 2,012.67)       ( 6,266.04)       ( 6,500.00)        

      62120 Program Services- Nutrition 1,307.69 € ( 1,427.58)       ( 1,422.85)       ( 1,450.00)        

      65010 Food & Beverage 42,894.41 € ( 51,870.42)     ( 63,771.60)     ( 64,000.00)      

      65020 Postage / Mailing Service 2,117.74 € ( 2,404.02)       ( 3,679.04)       ( 3,679.04)        

      65030 Printing & Copying 5,690.87 € ( 5,607.74)       ( 8,173.19)       ( 8,173.19)        

      65050 Office Supplies 7,987.28 € ( 4,590.06)       ( 6,718.97)       ( 6,718.97)        

      65090 Program Supplies 10,136.82 € ( 8,751.03)       ( 14,187.43)     ( 14,187.43)      

      65170 Staff Training & Development 6,778.64 € ( 11,792.52)     ( 5,293.11)       ( 5,293.11)        

      65180 Community Activity Funds 1,016.02 € ( 2,496.27)       ( 2,600.01)       ( 2,600.01)        

      65190 Staff Travel- Training & business ( -  )                  ( 4,354.38)       ( 2,275.92)       ( 2,275.92)        

   Total 65000 Program Expenses ( 82,633.98)       ( 96,592.53)     ( 115,249.67)   ( 115,777.67)    

Mandy's Special Farm
FY2020  Budget

ACTUAL ACTUAL PROJECTED BUDGET
FY 2017 FY 2018 FY 2019 FY 2020

   66000 Payroll Expenses

      62130 Contract Respite / Family Providers 45,602.03 € ( 25,072.57)     ( -  )             - 

      62131 Contract Residential CIHS (Mi Via) 214,955.30 € ( 348,205.59)   ( 289,923.60)   ( 208,666.85)    

      66001 Wages 1,627,996.08 € ( 2,042,001.23) ( 2,305,268.17) ( 2,444,426.22) 

      66002 Payroll taxes 129,499.10 € ( 159,396.41)   ( 188,060.05)   ( 195,554.10)    
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      66004 Employee Health Insurance 14,177.13 € ( 61,946.41)     ( 55,535.96)     ( 56,000.00)      

      66007 Employee Dental/Vision Insurance ( -  )                  ( 978.04)          ( (272.81)         ( -  )                

      66006 Mileage reimbursement 9,065.76 € ( 13,940.97)     ( 18,250.57)     ( 18,250.57)      

      66008 Cell Phone Reimbursement 15,930.00 € ( 17,560.00)     ( 19,093.33)     ( 19,100.00)      

      66009 Other Employee Reimbursement 1,469.41 € ( 1,039.25)       ( (1,555.31)      ( -  )                

      66010 Paid time off 4,854.25 € ( 1,025.76)       ( -  )                ( 1,025.00)        

      66011 Payroll Processing Fee 6,373.89 € ( 7,415.34)       ( 29,002.25)     ( 25,000.00)      

      60100 Workman's comp insurance 46,743.18 € ( 41,659.82)     ( 36,197.33)     ( 42,000.00)      

   Total 66000 Payroll Expenses ( 2,116,666.13)  ( 2,720,241.39) ( 2,939,503.16) ( 3,010,022.74) 

Total Expenses ( 2,578,617.58)  ( 3,192,217.73) ( 3,474,014.37) ( 3,596,511.06) 

 
Net Operating Income ( 201,321.97)     ( 25,600.18)     ( 285,104.90)   ( 171,808.40)    

Other Income

   45010 Gain on Asset Sale/Disposal ( -  )                  ( -  )                ( -  )                -

   45030 Interest - Savings, CD 10.20 € 6.14 € 36.01 € 0.00 €

   47300 Other Miscellaneous Income ( 2,270.00)         1,287.99 € 1,804.67 € 1,500.00 €

Total Other Income ( 2,280.20)         ( 1,294.13)       ( 1,840.68)       ( 1,500.00)         

Other Expenses

   63300 Depreciation 118,678.52 € ( 136,003.00)   ( 136,066.67)   ( 136,000.00)     
   69440 In-kind Expense ( 1,850.00)         ( -  )                 - 

Total Other Expenses ( 120,528.52)     ( 136,003.00)   ( 136,066.67)   ( 136,000.00)     

Net Other (Expense) ( (118,248.32)    ( (134,708.87)  ( (134,225.99)  ( (134,500.00)   

Net Income (Loss) ( 83,073.65)       ( (109,108.69)  ( 150,878.92)   ( 37,308.40)      
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Map indicates our primary areas of service. While we primarily serve Bernalillo County, we do provide 

supports to individuals residing in Valencia and Sandoval counties at this time.  
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 1 

Ridership and Transit System Statistics 
 

A) Complete years that are applicable 
 

Line # Category 2018 
 

2019* 
 

2020 
Projected 

1 Annual Ridership 6,000 40,000 50,000 
         2 Annual Mileage 45,000 80,000 100,000 

3 Annual Vehicle Hours 18,000 30,000 50,000 

 

* Prorate statistics to end of current fiscal year.  
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Program Justification 

Mission Statement 
Mandy’s Special Farm is a nonprofit organization that assists individuals with developmental 

disabilities to achieve their goals for living, learning, and working in the community.   

Growth 
In recent years, Mandy’s Special Farm (MSF) has expanded services to continue to meet the 

growing demand for enhanced and individualized services for adults with developmental 

disabilities in the Albuquerque Metro area.  Since submitting our last 5310 funding request, our 

services have expanded by over 62%. MSF now offers residential services across three group 

homes (two located on farms in the South Valley and one located in the Northeast Heights) as 

well as within a number of family and surrogate family homes.  We also offer support to 

individuals within two day services locations (where service recipients develop pre-vocational 

skills) located in the South and North valley areas of Albuquerque. We have continued to expand 

our employment program (where service recipients are provided with assistance in obtaining and 

retaining employment), and have implemented the VAMOS Program, a new initiative that 

provides intensive job training and adult living supports to individuals with developmental 

disabilities and their families who are living without any sort of government-funded services. 

Finally, we recently launched the AgrAbility program, a partnership between MSF, the 

University of New Mexico, New Mexico State University, and the New Mexico Technology 

Assistance Program, through which we can provide individualized training, technical assistance, 

and support to individuals with disabilities who are established/ emerging farmers.   

Objectives for 2020-2021 
Through MSF programs, individuals are offered opportunities to participate in animal husbandry, 

visual arts workshops, adaptive horsemanship, agriculture, vermicomposting, swimming, 

community service, pre-vocational training, job development, job coaching, and community 

recreation. In addition to these services, our clients are provided with support in order to attend 

doctor’s appointments, participate in therapy appointments, visit family and friends, and 

maintain an active presence in their community. All of these services and activities are designed 

to build skills, increase independence, and prevent institutionalization and isolation among 

individuals with developmental disabilities. Many, if not most, of these activities currently occur 

in the community. In order to provide these services, it is essential that MSF have a safe, 

functioning, and accessible fleet for our staff members and clients to rely on. During our 2020-

2021 fiscal year, MSF hopes to retire all vehicles that do not comply with ADA- accessibility 

requirements. At this time, MSF operates three older, inaccessible vehicles in our fleet that do 

not allow us to transport individuals who use wheelchairs or who have other significant physical 

limitations. These vehicles range in age from 15-20 years old, and have hundreds of thousands of 

miles of use. They also continue to experience significant maintenance issues, creating difficulty 

in daily transportation. Over the past several years, Mandy’s Farm has expanded our programs to 

serve over 200 individuals and families each month. As our programs serve individuals with a 
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variety of disabilities, both intellectual and physical, providing a fully ADA-accessible fleet has 

become crucial in continuing to provide quality community-based services. In replacing these 

vehicles with four wheelchair accessible vans, we will be able to provide fully-accessible 

transportation services across all of our programs.  

Program Need 
As an organization that serves some of the most vulnerable members of our community, MSF 

has continually worked strategically to expand our organizational capacity. With support from 

5310 grants, MSF has experienced an incredible amount of growth since initially applying for 

funding. Now serving over 200 individuals with disabilities and our families, we still find that 

the community need outstrips our resources. We continue to have a waiting list of individuals 

and families who wish to access our services.  At this time, many of our programs are forced to 

spend exhaustive resources coordinating the use of different vehicles by the different programs 

to accommodate the transportation needs of individuals using wheelchairs.  With the replacement 

of three inaccessible vehicles that are part of our fleet, this burden would be significantly 

lightened, and would allow for full service to our current clientele. Upon having achieved a 

fully-accessible fleet, we could, as an organization, evaluate our capacity to expand even further 

in order to ensure that all individuals with disabilities have all of the services they need in order 

to live successful, healthy, and independent lives.    
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Organization Structure 

 

 

Mission Statement 
Mandy’s Farm is a nonprofit organization that assists individuals with developmental 

disabilities in achieving their goals for living, learning, and working in the community. 
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Brief Description of Transit Program 
Route Design 

All vehicles operated by Mandy’s Farm use a demand-response system that allows for 

individuals to customize their route based on trip purpose. Mandy’s Farm provides a wide 
array of services that are individualized to each client, requiring a great deal of flexibility.  

Clients living within our residential programs often use our transportation services to 

travel to and from employment, therapeutic programming or appointments, medical and 

dental appointments, grocery shopping, social events, and the homes of family and friends. 

Within this program, routes are relatively flexible and are often determined based on the 

judgement of individual drivers, traffic patterns, and the ability to combine specific trips 

(going shopping following a medical appointment, for example).  

Within our day program (designed to provide community access and preparation for the 

workforce) individuals are able to collaborate in small groups, designing their schedules 

and daily activities together. Day program clients often require support traveling to 

volunteer sites, museums, libraries, and other community spaces they visit in order to learn 

or build skills. Day program participants often visit recreational sites, community 

restaurants, and shop together. Day program routes are loosely planned approximately a 

week in advance. Due to the use of larger buses, routes are often changed based on the 

judgement of individual drivers, known traffic hazards, and areas that are predictably 
congested.  

Within the employment program, clients are provided with rides to and from work sites. 

For active job seekers, rides often include travel to and from job interviews, visits with 

vocational counselors, and to classes that are designed to build vocational skills or 
experience.  

Schedule (Days and Hours of Operation) 

All vehicles operated by Mandy’s Farm are operated based on the individualized needs of 

service recipients. Scheduling, usage, and typical transportation needs are largely different 

depending on the needs of each program.  

Mandy’s Farm residential services are unique in that they operate 365 days a year, 24 

hours a day. Vehicles are required to be available at all times, even through the night, for 

those with high behavioral or medical need, who may need intensive supports through the 

overnight hours. While many trips are scheduled ahead of time, routes are often changed or 

adapted based on changes in each service recipient’s schedule, medical needs, or other 
factors. 

Our day program services operate Monday through Friday, from roughly 8:00am until 

3:00pm. Vehicles are necessary during that time as services are based almost exclusively in 

the community. While most trips are scheduled a month in advance, routes are occasionally 
changed or adapted based on behavioral issues, medical needs, weather, and other factors. 
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Employment services are designed based on each individual’s work schedule, job interview 

appointments, and other employment-related services. While it is highly uncommon for 

employment transportation to be required outside regular business hours, it does 

occasionally occur. Transportation for employment services is often planned on a rotating 

basis based on each service recipient’s work schedule or job development needs. Routes 

are occasionally changed or adapted based on job placements, employment schedules, 
holidays, and other factors. 

Fare Structure 

As a support provider contracted with the Medicaid Waver, as well as an organization that 

serves individuals who primarily live below the federal poverty line. Mandy’s Farm 

remains committed to providing transportation services at no cost to individual clients.  

Advertising/ Marketing 

As an organization, most of our clients are referred to our organization through word-of-

mouth communication. However, we also work to communicate our services to the 

community through our website, social media pages (Facebook, Instagram, and Twitter), 

and through engagement in community events. We also receive a number of referrals 

through the Department of Health’s Medicaid Waiver program, the Division of Vocational 

Rehabilitation, and Albuquerque Public Schools. As the need for our services continues to 

outstrip our capacity, we do not invest heavily in advertising our services.  
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Administrative Employees 
Titles and Job Descriptions 

 Development Director/ Fleet Administrator 

Fundraises to meet matching requirements, oversees grant compliance, collects and 

retains vehicle records, reports to NM DOT regarding vehicles, service provision, 

and program growth. 

 Property/ Fleet Manager 

Ensures all vehicles are in working order, completes monthly checks and wheelchair 

lift maintenance for all vehicles, and takes all vehicles for needed repairs and 

preventative maintenance. Completes cursory checks following maintenance 

requests and then coordinates repairs.   

 Operations Coordinator 

Receives all accident reports and ensures they have been reported to the fleet 

administrator, fleet manager, and insurance company. Ensures all vehicles are 

properly registered with our insurance company and with the State of New Mexico. 

 Training Coordinator 

Trains all staff regarding appropriate vehicle operation procedure, lift and tie-down 
processes, and defensive driving.  

Code of Conduct Policy 

Always strive for excellence; Excellence is a quality of service which is unusually good and so 

surpasses ordinary standards, it should be made a habit for it to be the guide in providing services 

to the individuals we serve and to develop positive relationships with our employees and 

stakeholders. 

 Be trustworthy; in today’s society trust is an issue. Trustworthiness is about fulfilling an 

assigned task and as an extension- not letting down expectations, it is being dependable, 

and reliable when called upon to deliver a service.  

 Be accountable; to be accountable is to stand tall and be counted for what actions you 

have undertaken, this is the blameworthiness and responsibility for your actions and its 

consequences- good or bad. 

 Be courteous and respectful; courteousness is being friendly, polite and well-mannered 

with a gracious consideration towards others. It makes social interactions in the 

workplace run smoothly, avoid conflicts and earn respect. Respect is a positive feeling of 

esteem or deference for a person or organization; it is built over time and can be lost with 

one inconsiderate action. Continued courteous interactions are required to maintain or 

increase the original respect gained. 

 Be honest, open and transparent; honesty is a facet of moral character that brings positive 

and virtuous attributes such as truthfulness, straightforwardness of conduct, loyalty, 

fairness, sincerity, openness in communication and generally operating in a way for 

others to see what actions are being performed. This is a virtue highly prized in the 

workplace, for it builds trust and increases your personal value to all. 
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 Be competent and improve continually; competence is the ability of an individual to do a 

job properly, it is a combination of knowledge, skills and behavior used to improve 

performance. Competency grows through experience and to the extent one is willing to 

learn and adapt.  

 Always be ethical; ethical behavior is acting within certain moral codes in accordance 

with the generally accepted code of conduct or rules. It is always safe for an employee to 

“play by the rules”. This is always the best policy and in instances the rule book is 

inadequate, acting with a clear moral conscience is the right way to go.  

 Always be honorable and act with integrity; This is a concept of “wholeness or 

completeness” of character in line with certain values, beliefs, and principles with 

consistency in action and outcome. 

 Be respectful of confidentiality; confidentiality is respecting the set of rules or promise 

that restricts you from further and unauthorized dissemination of information. Over the 

course of your career, information will be passed on to you in confidence – either from 

the organization or from colleagues- and it is important to be true to such confidences. 

You gain trust and respect of those confiding in you and increase your influence within 

the organization. 

 Set good examples; applying the foregoing rules helps you improve your professionalism 

within your organization but it is not complete until you impact knowledge on those 

around you. You must show and lead by good example.  

Training Plan/ Record Keeping Policy and Procedures 

Training Plan 

All staff responsible for transporting individuals will receive appropriate training to ensure health and 

safety for all. Staff providing direct services must complete safety training within the first 30 days of 

employment and before working alone with an individual receiving service.  The training will include the 

following:  

1. Safe operation of the vehicle  

2. Client safety 

3. Assisting passengers with cognitive and/or physical impairments 

4. Wheel chair tie down procedures 

5. Operating wheelchair lifts (as applicable) 

6. Emergency plans 

7. Operating a fire extinguisher 

8. Vehicle evacuation techniques 

9. Safe loading and disembarking 

10. Response to hazardous weather and adverse conditions 

11. Accident procedures 
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12. Agency Transportation Policy and Procedures 

13.  Vehicle Inspections 

14. CPR/First Aid 

15. Customer Sensitivity and Assistance Training 

16. Vehicle Cleanliness 

Record Keeping Policy and Procedures 

Drivers will complete the vehicle mileage log with each use of a Mandy’s Farm fleet vehicle. 
The date of use, starting and ending mileage, starting location and destination, number of 
riders, gas level, and vehicle cleanliness will be recorded and initialed after each vehicle 
use.  

Drivers will complete a pre/post-trip vehicle form with each use of a Mandy’s Farm fleet 
vehicle. If any deficiencies are detected during these inspections, employees will alert their 
site manager and complete and submit a vehicle maintenance request form.  

Employees will complete a vehicle maintenance request form and submit it to the fleet 
administrator immediately upon identification of an issue. The fleet administrator will alert 
the fleet manager for scheduling repair. The fleet administrator will continue to follow-up 
with the fleet manager until the repair is completed and noted on all applicable paperwork. 
The fleet manager will retain all records related to vehicle repair within the individual 
vehicle file (receipts, invoices, etc.).  

Site managers will complete vehicle monitoring forms each month, noting weekly checks 
reviewing the condition of the vehicle. If any deficiencies are identified, a maintenance 
request form will be completed and submitted immediately.  

The fleet manager will complete a vehicle check each month, noting any deficiencies while 
reviewing the condition of the vehicle. If any deficiencies are identified, a maintenance 
request form will be completed and submitted immediately.  

The fleet administrator will create and maintain a file for each fleet vehicle containing the 
following documentation: vehicle information face sheet, copy of insurance and 
registration, maintenance records and receipts, accident/ investigation reports, pre/post-
trip logs, weekly vehicle monitoring, monthly vehicle monitoring, and mileage sheets. 
Wheelchair lift preventive maintenance records will also be retained as needed. 

The fleet administrator will conduct a monthly audit of all fleet paperwork, reviewing each 
individual vehicle file, identifying missing documents to be requested from site managers. 
Completed fleet audits will be kept for each month within the primary Policy/ Procedure 
manual. The fleet administrator will also alert the fleet manager regarding any regularly 
scheduled maintenance due each moth, in order that it might be scheduled, completed, and 
documented within a reasonable timeframe.  

Employees will submit documentation of any repairs or services to the fleet administrator 
following completion of work.  
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Operations Employees 
Titles and Job Descriptions 

 Day Program Managers 

Issue vehicles to Community Support Coaches that are fully trained. Ensure 

appropriate use of vehicles and completion of documentation. Inspect vehicles 

visually each morning. Complete weekly checks of vehicle to ensure cleanliness, 

presence of safety equipment, and presence of documentation. Turn all paperwork 

in to Fleet Administrator in a timely manner.  

 Community Support Coaches 

Complete all appropriate training before operating vehicles. Appropriately use 

vehicles and complete documentation before and after each trip. Inspect vehicles 

before and after each use. Ensure the safety of all passengers. Safely transport all 

clients to their daily activities.  

 Residential Managers 

Approve use of vehicles by Residential Support Coaches that are fully trained. 

Ensure appropriate use of vehicles and completion of documentation. Inspect 

vehicles regularly to identify concerns. Complete weekly checks of vehicle to ensure 

cleanliness, presence of safety equipment, and presence of documentation. Turn all 

paperwork in to Fleet Administrator in a timely manner.  

 Residential Support Coaches 

Complete all appropriate training before operating vehicles. Appropriately use 

vehicles and complete documentation before and after each trip. Inspect vehicles 

before and after each use. Ensure the safety of all passengers. Safely transport all 
clients to their daily activities.  

Hiring Procedures 

All Residential and Community Support Coaches complete a job application and job 

interview. Following each interview, Mandy’s Farm conducts telephone reference checks 

and verifies all degrees. All staff must be 18 years of age with a valid driver’s license, high 

school diploma or GED. All staff members are required to pass a caregiver screening 

process, as well as complete fingerprinting and submit to a full FBI background check.  

Training Plan/ Record Keeping Policy and Procedures 

Training Plan 

All staff responsible for transporting individuals will receive appropriate training to ensure health and 

safety for all. Staff providing direct services must complete safety training within the first 30 days of 

employment and before working alone with an individual receiving service.  The training will include the 

following:  

1. Safe operation of the vehicle  
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2. Client safety 

3. Assisting passengers with cognitive and/or physical impairments 

4. Wheel chair tie down procedures 

5. Operating wheelchair lifts (as applicable) 

6. Emergency plans 

7. Operating a fire extinguisher 

8. Vehicle evacuation techniques 

9. Safe loading and disembarking 

10. Response to hazardous weather and adverse conditions 

11. Accident procedures 

12. Agency Transportation Policy and Procedures 

13.  Vehicle Inspections 

14. CPR/First Aid 

15. Customer Sensitivity and Assistance Training 

16. Vehicle Cleanliness 

Record Keeping Policy and Procedures 

Drivers will complete the vehicle mileage log with each use of a Mandy’s Farm fleet vehicle. 
The date of use, starting and ending mileage, starting location and destination, number of 
riders, gas level, and vehicle cleanliness will be recorded and initialed after each vehicle 
use.  

Drivers will complete a pre/post-trip vehicle form with each use of a Mandy’s Farm fleet 
vehicle. If any deficiencies are detected during these inspections, employees will alert their 
site manager and complete and submit a vehicle maintenance request form.  

Employees will complete a vehicle maintenance request form and submit it to the fleet 
administrator immediately upon identification of an issue. The fleet administrator will alert 
the fleet manager for scheduling repair. The fleet administrator will continue to follow-up 
with the fleet manager until the repair is completed and noted on all applicable paperwork. 
The fleet manager will retain all records related to vehicle repair within the individual 
vehicle file (receipts, invoices, etc.).  

Site managers will complete vehicle monitoring forms each month, noting weekly checks 
reviewing the condition of the vehicle. If any deficiencies are identified, a maintenance 
request form will be completed and submitted immediately.  

The fleet manager will complete a vehicle check each month, noting any deficiencies while 
reviewing the condition of the vehicle. If any deficiencies are identified, a maintenance 
request form will be completed and submitted immediately.  

The fleet administrator will create and maintain a file for each fleet vehicle containing the 
following documentation: vehicle information face sheet, copy of insurance and 
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registration, maintenance records and receipts, accident/ investigation reports, pre/post-
trip logs, weekly vehicle monitoring, monthly vehicle monitoring, and mileage sheets. 
Wheelchair lift preventive maintenance records will also be retained as needed. 

The fleet administrator will conduct a monthly audit of all fleet paperwork, reviewing each 
individual vehicle file, identifying missing documents to be requested from site managers. 
Completed fleet audits will be kept for each month within the primary Policy/ Procedure 
manual. The fleet administrator will also alert the fleet manager regarding any regularly 
scheduled maintenance due each moth, in order that it might be scheduled, completed, and 
documented within a reasonable timeframe.  

Employees will submit documentation of any repairs or services to the fleet administrator 
following completion of work.  

 

Code of Conduct Policy 

Always strive for excellence; Excellence is a quality of service which is unusually good and so 

surpasses ordinary standards, it should be made a habit for it to be the guide in providing services 

to the individuals we serve and to develop positive relationships with our employees and 

stakeholders. 

 Be trustworthy; in today’s society trust is an issue. Trustworthiness is about fulfilling an 

assigned task and as an extension- not letting down expectations, it is being dependable, 

and reliable when called upon to deliver a service.  

 Be accountable; to be accountable is to stand tall and be counted for what actions you 

have undertaken, this is the blameworthiness and responsibility for your actions and its 

consequences- good or bad. 

 Be courteous and respectful; courteousness is being friendly, polite and well-mannered 

with a gracious consideration towards others. It makes social interactions in the 

workplace run smoothly, avoid conflicts and earn respect. Respect is a positive feeling of 

esteem or deference for a person or organization; it is built over time and can be lost with 

one inconsiderate action. Continued courteous interactions are required to maintain or 

increase the original respect gained. 

 Be honest, open and transparent; honesty is a facet of moral character that brings positive 

and virtuous attributes such as truthfulness, straightforwardness of conduct, loyalty, 

fairness, sincerity, openness in communication and generally operating in a way for 

others to see what actions are being performed. This is a virtue highly prized in the 

workplace, for it builds trust and increases your personal value to all. 

 Be competent and improve continually; competence is the ability of an individual to do a 

job properly, it is a combination of knowledge, skills and behavior used to improve 

performance. Competency grows through experience and to the extent one is willing to 

learn and adapt.  

 Always be ethical; ethical behavior is acting within certain moral codes in accordance 

with the generally accepted code of conduct or rules. It is always safe for an employee to 
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“play by the rules”. This is always the best policy and in instances the rule book is 

inadequate, acting with a clear moral conscience is the right way to go.  

 Always be honorable and act with integrity; This is a concept of “wholeness or 

completeness” of character in line with certain values, beliefs, and principles with 

consistency in action and outcome. 

 Be respectful of confidentiality; confidentiality is respecting the set of rules or promise 

that restricts you from further and unauthorized dissemination of information. Over the 

course of your career, information will be passed on to you in confidence – either from 

the organization or from colleagues- and it is important to be true to such confidences. 

You gain trust and respect of those confiding in you and increase your influence within 

the organization. 

 Set good examples; applying the foregoing rules helps you improve your professionalism 

within your organization but it is not complete until you impact knowledge on those 

around you. You must show and lead by good example. 
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Vehicle Fleet 
Maintenance Schedules 

Vehicles undergo regularly scheduled maintenance as recommended by vehicle 

manufacturer. Immediate arrangements shall be made for any repairs needed outside of 
recommended preventative maintenance. 

Inspection Procedures 

Drivers will complete the vehicle mileage log with each use of a Mandy’s Farm fleet vehicle. 
The date of use, starting and ending mileage, starting location and destination, number of 
riders, gas level, and vehicle cleanliness will be recorded and initialed after each vehicle 
use.  

Drivers will complete a pre/post-trip vehicle form with each use of a Mandy’s Farm fleet 
vehicle. If any deficiencies are detected during these inspections, employees will alert their 
site manager and complete and submit a vehicle maintenance request form.  

Employees will complete a vehicle maintenance request form and submit it to the fleet 
administrator immediately upon identification of an issue. The fleet administrator will alert 
the fleet manager for scheduling repair. The fleet administrator will continue to follow-up 
with the fleet manager until the repair is completed and noted on all applicable paperwork. 
The fleet manager will retain all records related to vehicle repair within the individual 
vehicle file (receipts, invoices, etc.).  

Site managers will complete vehicle monitoring forms each month, noting weekly checks 
reviewing the condition of the vehicle. If any deficiencies are identified, a maintenance 
request form will be completed and submitted immediately.  

The fleet manager will complete a vehicle check each month, noting any deficiencies while 
reviewing the condition of the vehicle. If any deficiencies are identified, a maintenance 
request form will be completed and submitted immediately.  

The fleet administrator will create and maintain a file for each fleet vehicle containing the 
following documentation: vehicle information face sheet, copy of insurance and 
registration, maintenance records and receipts, accident/ investigation reports, pre/post-
trip logs, weekly vehicle monitoring, monthly vehicle monitoring, and mileage sheets. 
Wheelchair lift preventive maintenance records will also be retained as needed. 

The fleet administrator will conduct a monthly audit of all fleet paperwork, reviewing each 
individual vehicle file, identifying missing documents to be requested from site managers. 
Completed fleet audits will be kept for each month within the primary Policy/ Procedure 
manual. The fleet administrator will also alert the fleet manager regarding any regularly 
scheduled maintenance due each moth, in order that it might be scheduled, completed, and 
documented within a reasonable timeframe.  

Employees will submit documentation of any repairs or services to the fleet administrator 
following completion of work.  
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Fleet Replacement Plan for FY21 

Upon award of, as well as receipt, of any 5310 vehicles during FY21, Mandy’s Farm plans to 

begin the process of discharging vehicles that have exceeded their useful life. As all vehicles 

for which Mandy’s Farm is requesting replacement are privately owned by Mandy’s Farm, 

these vehicles will be sold for parts at fair market value, with all revenue to be reinvested 

into the use and maintenance of the fleet. The following vehicles have already been 

disposed due to extensive maintenance work required that well-exceeded the value of the 

vehicle: 1FDWE35L64HB30446. The following vehicles will be disposed of upon receipt of 

FY21 awarded vehicles: 2HKRL1862XH545711, 1FDWE35L64HB30447, and 

1J4FF48S4YL211611. All vehicles will be replaced by one light-duty van, except for 

1FDWE35L64HB30447, which will be replaced by two light-duty vans.  
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Accident/ Incident Reporting Procedures 
 

Mandy’s Farm will immediately communicate with the Department of Transportation in situations where 

a 5310-funded vehicle experiences vandalism, theft, significant damage, or an accident of any kind. 

Details will be communicated via phone or e-mail, as well as uploaded with any necessary documentation 

via BlackCat Grants.  

Mandy’s Farm will immediately communicate with the Department of Transportation regarding any 

notification of a vehicle recall. Details will be communicated via phone or e-mail as well as uploaded 

with any documentation regarding a recall resolution via BlackCat Grants.  

Mandy’s Farm will complete regular, timely, and complete quarterly reports through the BlackCat Grants 

system. Data for quarterly reports will be pulled directly from individual vehicle records through the 

review of maintenance records, driver’s manifests, and any other documentation relating to the operation 

and maintenance of the vehicle. 

 

All staff will be properly trained on what to do after a vehicle accident. 

 

1. Take immediate action to prevent further damage at the scene of the accident. 

 

2. Pull onto shoulder or side of road. 

 

3. Ensure safety of all passengers on board. 

 

4. Place warning signals promptly and properly. 

 

5. Call Police. If someone is injured, request medical assistance. If fire is involved, request 

Fire Department aid. 

 

6. Exchange Traffic Accident Exchange Information form with other driver(s). 

 

7. Secure names and addresses of all witnesses to the accident. 

 

8. Be courteous. Answer police questions. Give identifying information to the other 

party(ies) involved, but make no comments about assuming responsibility. 

 

9. Complete the Driver’s Report of Motor Vehicle Accident form. You will need this 

information later for state and insurance reports. 

 

10. As soon as possible, report the accident to your insurance company and your employer. 

 

All vehicles will have an updated and complete vehicle binder kept on board and checked 

weekly by management staff. All vehicles must also have the Mandy’s Farm Non-Discrimination 

Notice to the Public posted within the vehicle. Within the vehicle binder, the following must be 

available: 
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1. Vehicle Insurance/ Registration 

2. Pre/ Post-Trip Vehicle Forms 

3. Vehicle Mileage Logs (Driver Manifest) 

4. Vehicle Monitoring Forms (Manager Use Only) 

5. Complaint Forms 

6. Compliment Forms 

7. New Mexico Transit Driver Operational Handbook 

8. Post-Accident Kit 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



66 of 66

Page | 16 
 

Passenger Conduct Policy 
 

All passengers will be expected to conduct themselves in a manner that allows for the safe 

transportation of all other passengers, as well as the driver’s safe operation of the vehicle. 

In situations in which a passenger’s conduct is affecting the driver’s ability to safely operate 

the vehicle, or in which they are affecting the ability for other passengers to be safely 
transported, staff members will follow the following procedure: 

All staff will be properly trained on what to do in the event of a behavioral, medical, or safety 

emergency related to passengers being transported in the community. 

 

1. Upon identifying a behavioral, medical, or safety-related emergency occurring on a 

vehicle during transportation, the driver should immediately stop the vehicle, pulling 

safely onto a shoulder or side of the road.  

 

2. Ensure safety of all passengers on board. Evacuate if necessary, appropriate, and if the 

situation allows for safe disembark. Please see the Passenger Evacuation Procedure for 

further instructions. 

 

3. Place warning signals promptly and properly. 

 

4. Follow all behavioral and medical protocols for the individual experiencing an 

emergency (see individual Healthcare Plans, Medical Emergency Response Plans, or 

Positive Behavior Support Plans).   

 

5. If necessary, call for emergency services (Police, EMS, etc.). 

 

6. If the situation is able to be safely resolved, ensure that all passengers are on board and 

continue to your final destination.  

 

7. As soon as possible, report the incident to your supervisor and complete any necessary 

reporting forms (including, but not limited to an Agency Event Report or General Event 

Report.  
 

 

 
 

 


